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' OFFICE OF GENERAL SERVICES
. -
REPORT OF OPERATIONS oV
TO : Chief, General Services
FROM : Chief, Records Management & Distribution Branch
SUBJECT: Weokly Report of Operations for the period ending
13 August 1953
A. Personnel On Duty Vacancies In Process
Office of Chief 4] 1 25X1
Rcds. Mgt. Section 1 10
Rcds. Center Section 1 0 0
Mail Control Section 0 L0
z 51

1. No. on leave three days or more:
Records Mgt. Section- 3
Mail Control Section-
Records Center Sec.- 1

2. No. on special detail out of office__Y . How long? 'V
Records Mgt. Section- O o
Records Center Section- 0
Mail Control Section- 1

3. Where: Ono man in Transportation Division as fMll timo couricr,

4., No. pending resignation, transfer and/or reassignment:
Records Management Section- O

Records Center -0
Mail Control 15 @)
5. Specific cases on.item 4 not in \previoﬁs reports. R
6. New applicants interviewed 1 . Recruited by Personnel__ X |
Recruiteéd by this office 4« .

<
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B, Adminigtestion and Problems:

t Section « R meetings were held this week = one
TALh the Arca Resoris cers of tho MMYA offices, and the other
with the Arca Becords Officers of the DD/I offices, fhcse meetings
were hold Jor the purpose of disiributing Records Managcrient Bulletins
¥o, 3 and Yo, L. No., 3 contoing instructions regarding the manner of
midng & survey and No, L proposes the issuance of an office motice
regarding the presorvation md disposition of resords: In addi y
there were discuszions on the following subjectss the opening of

new Pocords Cemter facilitdes ab ilosslyn; progress being made on an
Azency Correspondence Manualy a vitel materials training progren for’
Arca Tecords Officers at the Repository to emphasize the identification
ard wiihdroval of such records in the event of their nced; and indle
vidual progress and problens, j

Te mierofilming of the Mographic Negister dossiers w1l begin on
Yonday, 17 Auguste

Authorization was rocaived from FID for the return of 30l documents
and one reel of previcusly deposited vital materials, These docomnmnts
are na longor cooridersdd vitale

fod

Tecorls Center Section = The move of approximately 5,000 Cue fie of
25X1 TBGOTAS Lrch| | and the | [Trto the 251

25X1 I | wvas completod, This move has made2,000 cu. fhe of
shelrin: space avallable in the Canter,

A conciderable amount of revoxing md roarranging mist be done with
material stored in Rosslyn, This ig especially true of the distribution
materials since ruch of it iz presently packed in large xfncdan baxes
and other 0dd size contalners, It is plamned to have thic processing
done by the twe porsons from the Center who ave statloned in the

~ Harchouses

25X1 I lof Logistics has indicated that the roquisition for skids,
ladders and cothor equipment hac pone forward,

One item on this requisition, the 1fbrary trucks, has been cancelled
gince the type desired could not Le procured on the open narket, IU is
the same truck used by the National Archives and the Pedaral Records
Center and has been mace in the past by the Pedsral Supply Jervice. PBS
submitted an estimate of 3190,00 per truck, PSS will make thom for

25X1 360,00 each and |is now negotiating with that Acency for the
procurement of U

The Office of Ingpection end 'S?.*cfiiii»y has been conbacted in regard to

i1ztalling a combinaiion lock on the office door of the[ ‘ ] 25%1
Since versomnel 31 be permanenily “Tatlonod In the bulliing, the keyed
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I
A representative of the Lyon Shelving Company called ai the Center

lock :tr no lonzor desirsble becsise of the nocessity of storing the
koy at "

in recard to the bid on the chelving job for the | .
112 was shown the type of box used by the Center and a TiooT plan cfl

1ial Jelivery of 5,600 boxes am our order for 10,000, was nade
'Atapfilel - It was found that aboul of the shipe
ment cousistos of, inferior-type boxes and pot the stock ltem erdered.
This matber wvasglaren up with the Receiving Vepariment I |
An effort is . made to have I'SS pick up the inferior boxess

Clearance was secured for iwo persons for access to records in the
Hational Archives,

0CD reguested that Nadional Archives be contacted in respect 'ao a
segrch being conducted for certain background papers oo the Pauley
Rencrt on lancurise Archives did rot bave the material. OCD then
stated that their information indicated that the pagpers might be in
the Harry Trumen papers in Kansas City and requcsted that Tramsn e
queried on this matter., However, this gﬁw figi ?t thés txfzge‘t:
should more properly e handled e son I3 on ar
quest was p}.gcad in e hands of %ﬁa in twamn felt that the
matter should be hendled by the Contac on, He referred the
Records Hanagement and Disteibution Branch representative o a

in that Mvision and there the request has been lefl,

A request received from RBQY/OLS asked that a search be made at Hational
Archives for photastats of certain Russisn Ebassy documenis geized

in Peking in 1927. The reguest was handled with Dr. Kerl Lokke, who
has custedy of State Department records zd sore of tha documents were
found in the central files of that A oncy. Clearsnce was then sscursd
for = representative of PMY/OIS o exauine the racords.

Mail Control Section - On 12 August, of thi: Seciion, Iee
WWMTE—_IM 0 & M Services that they had noved from
Room 202 at 2210 E Street, Y. ¥, o Room 295 in Alcott lail,

| lcalled this office %o inform them that | |
vas Tesigming from the. Azency. He was scheduled for assigment o the
Courier Unit,

{ ' a o e fod N X b 3 oo
Trips to DCL.shd DU homes - o/i/53, onn trip to Gen. Cabellls home,

-
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R B Average Viesk
. This Week Last ?iag Toar
1. Merofilming ' i

Images Filmed - Rotary Camera
. Vlat~bnd Camera ~

)

2. Tecords Cemter - (a1l figures in "ubic roet)
Tegords recelved for processing

ad storage 3 -
Reference to records material 12} 178
Records matorial destroyed - -
'S
3. Sapplemental Distribution Center
8, BNew material for stock: : .
Information Reports 1,153 62k
Intelligence Reporte . 33 U5
b, Supplemental Distribution:
Information Reports . 250 6
Intellizence Reporis 65 191
Notices L lﬁ
Regulations 273
Other - 9
Ce Initial Distributions
Notices L 3
R@gulatimﬂ 1 1.7
Other 1 .
Lhe Mail Activitles
a, Post Office Mall : ,
Incoming " L, 725 5,064
Outgoing 5,222 6,531
b. Postage expended $737.03 $300,12
¢. Scheduled courier trips e 225 2o
d, Special courier trips 104 553
e, Interwagency mail by courler “
Incoming : 899 956
Outgoing 989 1,33
f. Personnel actionst :
Recruitments - -
Seplratim% ' - -
_ wiofy ¥ é"
B . Use' o€ Wotor Pool Vehdeles
' Available 1 -
Available but delayed . - -
Not avallable g 8 -

Approved For Release 2006/05/24; :«ClA-RDP70:00211R000900240039-3
o Seeurity Informatior.




